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OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION sw APPLICATION FOR RECORDS RETENTION SCHEDULE ARCHIVESAND HISTOR, 
~ 

-_-L__ 

,... - . . ~  ~ -~__ _______ _F_ ---.- __ ---- _ ~ _ _ _  
INSTRUCTlOdS: See'Publication NO. 76-DM-! for instructions on comPleting this form. Forward signed original to 
Department of Archives and Hisrory. Records Msnagenent Division. 330 Capitol Avenue, Atlanta, Georgia, 30334, 
4ttention: Scheduling Section. 

- 
Georgia AgriranuDevelopment Authority 
P.  0. BOX Q E igh th  Street- 
Tifton, Georgia 31794 

I SEP 2 4 1980 

Telephone Number 
912-386-3344 

I~~ I-_.-._ ---_.. ~ ___I_I ~ ___I 

1. Agency Address 

.~ . ~ ~~ ~~ ~~~ ~. ...,. 
- -~I_.-~~.~ 

WoFking Tide 

FOR AGENCY USE 
Awlitst ion Date 

__ 
Application Number 

-~ ~. - 
2. Pewn to Contact 

Administrative Assistant/Bookkeeper 
-- ~ -~ - _. .- __-- -=-_ ~ ____ _= 

Evelyn Rigdon __~.~ 
~~ -. __._ ~- ~ ._ 

3. Action Requested 
a. 
b. 
a Estaoim Retention Schedule: record will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

c. i3 Am.?nd~4y&stion No. ~ - _ z ~ _ = _  Check One: 0 Change; U Supercede; 0 Void ____ 
4. Datrs of Series 
Earliest Latest 

5. Records Series Title (fd!owed by title used in office; if differmt) 

Authority Dai Fi les  76 I Present 
_- . --_-L ~. -_~_s_ .__ 

6. Division and Office Function What is the function of the Division and the Office in which this remrd series is created? 

The Administrative Services Division i s  responsible for  creation and providing direction and 
administration of a l l  authority functions. 
services ,  budget coordination and payroll ,  advertising, press re la t ions ,  grant coordination, 
fund raising, marketing of souvenirs. 

The Accounting Section i s  responsible f o r  recording and reporting cash receipts  and disbur- 
sement of budget s t a t e  funds ,  Federal Grants, donations, recording and reporting a l l  
col lect ions from income of t i cke t  sa les ,  concessions, and country s tore .  

The Division provides centralized accounting 

: '  

I--__ - I I_-~---~___l__l_l~-_ 

7. Record Series Description 

Documentsrelating to: recording the amount of revenue taken i n  from t i cke t  sales  t o  museum, 
This  file mntains the following dONmentr (include form numbenand tirles, ifany): 
Attach samples of the file. 

country s tore ,  and concession stand. 

Includedare: t a l l y  of dai.ly attendance t o  museum, daily sa les  receipts from Country Store 
and concession stand. 

File i s  arranged: Chronologically by Piscaf Year; thereunder alphabetically by function: thereunde: 
~~ 

chronologically by month and day. 
..I__ ~ II 

d. Monthly Reference Rate 

One to six mnths oid 
@rgh/-f% months and older&-? ''Y 

Lecevsize %awawers 2~-; byal ls ize drawers -~-- :Shelves ;' - . Other ispeciw) ~ 

How often are records referred to which are: 

.%+en to twe!ve months old L&+; Thirteen to twenty-four months old 0 -; 
~2 

_ _ _ _ .  L A . L - ~  --__ ~ ~~~ .~ .~ 9. Annual Rate of Aecumul 'on of Rerords ~, 1 . . 
. ~. 

--_. ~ - ~ -  - ---. -_A ..---- 
i P - 5 0 - I l .  R W .  I6 lover! - -. 

i 



>l._whecajr o? -___ ~~ .- . .  6 . .  
~ I _ _  

b. Does the series contain confidential information requiring security handling? If  yes, cite law M regularion. 

e. When one or two documents in the f i le make it necessarv to keep the entire file for-a long peiiod.muld thers 
~. : . r- -Anrumern hrsfdL&ukd %mL----__- 
~- --I._ 

1" ._ 1 
I 

h I s  there a duplication of th is  series in your office, or in another office or agency? 
. - . . ~~ 

. ~~ - -~-;.: ~ ~ 

-- 
c ---~I I_ _ _  
11. Ritsntion Requirements T,he following requires the series to be kept: 

1 . a. State Law -years. d. Audit period ~ _ ~ I _ ~ _ _  years. 

e. Administrative need , __ Z--.vears. b. Stztute of limitation --.--years. 
c. Federal law .-years. f. Federal retention instructions -years. 

At!ach copy or excerpt of lawspr regulations. Explain administrative need. 

.. . 

. .  

. .  - .  
. .~ --____~~__I___~--c- i____ 

12. Aoorwed Disposition lnstruaions This agency recom~ends that the file series be cut o n  ar the end .of each: 

0 Calendar Year: d(l Fiscal Year: 0 Other - 
.. 

--:- tnen, 

XX Hold in the current files area 

C Transfer to State Records Center: hold -I .-year(s); then 
k Destroy 
C Transfer to State Archlver for permanent retention. 
0 Other (Sgecifyl 

rnonth(s) 2- .fear(s); then 
XD Transfer to local holding area, hold ~ ---year(s); 2 then 

f These instructions apply to a l l  prior and future accumulations of the series. 


